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General Guidelines

While there are multiple groups users are placed into behind our Northern Light Health build with the
Zoom application (Telehealth and non-telehealth), both are HIPAA compliant.

Z0O0OM has multiple account options for Northern Light Health meeting organizers. Below is a brief
comparison between the two most common account types:

Item Free Paid

Cost Free $230/year
Maximum Participants | 300 300*
Meeting Duration e Unlimited minutes for calls Unlimited
Limits between two users.

e 40 minutes for calls between
three or more users.

Number of Meetings Unlimited Unlimited
*additional account options are available at a cost for accounts where more than 300 users are necessary.

This guide focuses on general use of the Zoom platform, it is not intended to replace any documentation
specific to Telehealth. For Telehealth specific education, please navigate to
http://ci.emhs.org/Infection-Control/Telehealth-Visits.aspx

Account Setup and Installation

Anybody can sign up for a Free license directly from the website noted below. A paid license must be
requested through the ServiceNow self-service portal, or by contacting the IS Service Desk at 973-7728.

Where the introduction of Zoom at Northern Light Health has been focused around Telehealth, by
default all accounts created will be associated to a standard set of Telehealth settings. If you have a
Zoom account which is not being used for purposes of Telehealth, please notify the IS Service Desk so
we can remove certain setting restrictions from your account.

1. To sign up for your free license, open your web browser and enter the web address below into
the address bar (or click directly on the link):

https://emhs.zoom.us/

2. Click on “Download Client” at the bottom center of the web page

Getting Started
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3. When downloading the client, choose “Zoom Client for Meetings” and click “Download”

**NOTE** DO NOT INSTALL “Zoom Plugin for Microsoft Outlook” as it will disable your ability to
create Skype meetings.

Zoom Client for Meetings

The web browser client will download aug#matically when you start or join your first Zoom

meeting, and is also available for mary8l download here.

Download Version 4.6.7 (18176.0301)

4. When prompted, select “Run” from the dialogue box:

What do you want to do with Zoomlnstaller.exe (10.7 MB)?
Save e Cancel et
From: d11yldzmag5yn.cloudfront.net

5. An Initializing screen will appear with a progress bar:

) Zoom Installer *

Initialize...

=

6. When completed, the box below will appear. Click “Sign In”.

) Zoom Cloud Meetings

Join a Meeting

Version: 4.6.7 (18176.0301)
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7. Click “Sign Up Free”

© Zoom Cloud Meetings

Sign In

Enter your email a Sign In with 550

or

Enter your password Forgot? Sign In with Google

() Keep me signed in Sign In n In with Facebook

‘ BaCk

8. Inthe “Sign Up Free” box, enter your work email address. Itis recommended to use
username@northernlight.org Once your email is entered correctly, click “Sign Up” to initiate
registration. ZOOM will send you an email to complete the process.

Sign Up Free

Your work email address

username@emhs.org

Zoom is protected by reCAPTCHA and the Privacy Policy and Terms
of Service apply.

Sign Up

By signing up, | agree to the Privacy Policy and Terms of

Service.
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9. Once your email is entered correctly, click “Sign Up” to initiate registration. ZOOM will send you
an email to complete the process. It may take several minutes to receive the email.

+

7

+

We've sent an email to
Click the confirmation link in that email to begin using Zoom.

if you did not receive the email,

Resend another email

10. In your Outlook client, open the email from Zoom. It will come from Zoom (no-reply@zoom.us).

Click “Join the Account” to link your email address to the Zoom meeting client

Hello | @northernlight.org,

We are setting up a Business account with Northern Light Healthcare Systems.
Since your Zoom account uses an email address with “northernlight.org”, you need
to choose either join the accoun i ' ew email address.

Join the Account

Sign Up with a New Email Address.

If you have any questions about your account, learn more or contact Zoom Support.

Thank you for choosing Zoom.
-The Zoom Team

11. When the web browser opens back up, fill in the boxes as directed with your information, and
click “Continue”. This is what will display when you join a meeting. For security purposes, it is
recommended you DO NOT use the same password used to logon to your computer at work.
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Welcome to Zoom

Hi, rfrank@emhs.org. Your account has been successfully created. Please list your
name and create a password to continue.

First Name
Last Name
Password

Confirm Password

By signij Policy and Terms of Service.

12. Once completed, the dialogue box below will appear. Please click on “Skip this Step” to
continue.

Don't Zoom Alone.

Invite your colleagues to create their own free Zoom account today! Why invite?

name@domain.com

name@domain.com

name@domain.com

Add another email
I'm not a robot e
reCAPTCHA
Privacy - Terms.
Invite
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13. This completes your registration. The next screen displays your personal meeting URL. Click
“Go to My Account” to configure ZOOM to always use your personal meeting URL.

Start your test meeting.

Excellent! Now it's time to start meeting.

Your personal meeting url:
https://emhs.zoom.us/j/8975458107

Start Meeting Now Go to My Account

Once the Profile screen opens up, scroll down to “Personal Meeting ID” and click “Edit” on the right side
of the screen.

Personal Meeting ID 897-545-8107 o

https://emhs.zoom.us/j/8975458107

Use this ID for instant meetings

Select “Use Personal Meeting ID for instant meetings” and then “Save Changes”

Personal Meeting ID
897-545-8107

Only paid user can choose #Personal Meeting ID. Upgrade

ng ID for instant meetings

‘ SEWCROLEN )  Cancel

Click “Sign Out” in the upper right to log out of the web portal.
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SIGN OUT

You are now ready to schedule your ZOOM Meeting!

Creating a Zoom Meeting
This guide focuses how to set up a meeting using basic settings. While there are more advanced
methods, this guide will stay high level.

1. Open the ZOOM client on your computer by clicking the Windows menu in the lower left corner
of the desktop, and then start typing zoom as indicated in the screenshot below, and click “Start
Zoom”

nav 1o | | MOstuUsed g&JF AFIHealncare - Logl g >Servicend

HE O ®

U Start Zoom

App

Apps

) Uninstall Zoom
Search the web

,0 Zoom - See web results

Documents - This PC (3+)

Settings (7+)

2. Signin using your ZOOM client using your username and password:
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) Zoom Cloud Meetings - X
Sign In
(Enter your email ] Q4 Sign In with SSO
Enter your password Forgot? or G Sign Inwith Google
@) Keep me signed in Sign In f Sign In with Facebook
< Back Sign Up Free

3. Once signed in, click on the “Meetings” icon on the tool bar. Click “Copy Invitation” to copy the
ZOOM meeting information to the clipboard.

© zoom — O
Q. Search

gontacts

O Messages you send and receive will be removed in 24 hours

C Upcoming Recorded

My Personal Meeting ID

897-545-8107 (PMI)

Show Meeting Invitation

My Personal Meeting ID (PMI)

897-545-8107

# Edit

4. With Outlook open, schedule a meeting like you normally would; fill in your meeting Subject,
select your list of attendees, and choose the best time when most or all are available to attend.
In the open area below the Subject line, paste your ZOOM meeting information as illustrated
below. ** You can also paste and save the meeting information into a text (or Word) document,
to keep handy for the next time you schedule a meeting, as the meeting ID will remain the same

for all ZOOM meetings you schedule. **
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2:;} To..

Send
Ci...

Bec..,

Subject

<username 13 inviting you to a scheduled Zoom meeting.
Topic: <username’s> Personal Meeting Room

Join Zoom Meeting
https://emhs zoom.us/1/§975458107

Meeting ID: §97 545 8107

Omne tap mobile
+16468769923_8975458107# US (New York)
+13126266799,.8975458107# US (Chicago)

Dial by your location
+1 646 876 9923 US (New York)
+1 312 626 6799 US (Chicago)
+1301 715 8592 US
+1 346 248 7799 US (Houston)
+1 669 900 6833 US (San Jose)
+1 253 215 8782 US
Meeting ID: 897 545 8107
Fmnd your local number: https://emhs zoom us/u/acZjflp9ON

Join by Skype for Business
https://emhs zoom.us/skype/8975458107

From this point you will conduct the meeting as you would a Skype call. Note the controls may be in
different locations, so you may want to trial this by yourself or with a co-worker prior to scheduling your
first actual meeting.

**NOTE** DO NOT INSTALL “Zoom Plugin for Microsoft Outlook” as it will disable your ability to
create Skype meetings.

** For more information on how to use ZOOM,, click on the link below **

https://support.zoom.us/hc/en-us/sections/201728913-Joining-Starting

Installation and Account Setup (Smart Phone) for Users with Northern

Light Email Installed on Your Smart Phone

The following instructions assume you are already receiving work email on you phone via the Outlook
applications. If you are not, you will need to work with your supervisor to first have this access before
the next steps will work.
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1. Find and open the Comp Portal app on your phone

2. Under Recently Published select Zoom for Intune and click Install

g |

Apps §\¢D
Q j
Recently Pu#hed View All Apps
r u Zoom for Intune )

3. A pop-up, like the below, will display and click Install

App Installation
Eastern Maine Healthcare Systems is
about to install and manage the app
“Zoom for Intune” from the App Store.
Your iTunes account will not be
charged for this app.

Cancel Install

4. You will get an email to activate your account. Go to your email and click Join the Account.
a. Zoom will open and you can continue to sign up. Enter your name and set a password or
if you already have an account sign-in with your email and password.
b. If prompted, you can ‘Skip this step’ for Invite Your Colleagues.
Lastly click Go to My Account

Configuring Your Audio Output and Microphone

a. After logging in, the main window appears. Click on the gear icon in the upper right-

hand corner to open your settings.

Search

Click to (E
open

° Settings !:51 PM

Schedute

b. Select the Audio tab

c. Select the desired Speaker from within the pull-down drop-box.
d. Select the desired Microphone in the same manor.

This document contains proprietary information intended for internal use and is not to be distributed outside of Northern Light Health without prior approval. 12



e. Close the settings.

General
Video Speaker \ Test Speaker | Same as System v ]o
Qutput Level:
Share Sereen volume: 4 —————@ -
Chat
Virtual Background Microphone [ Testmic | [r Same as System v ]Io
Recording Input Level:
Profile volume: 4 ——— @ LD
Statistics Automatically acjust volume
Keyboard shortcuts (C) Use separate audio device to play ringtone simultaneously
Accessibility (") Automatically join audio by computer when joining a meeting
() Mute my microphone when joining a meeting
Press and hold SPACE key to temporarily unmute yourself
Sync buttons on headset
( Advanced .I
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